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Step Action
1 Match Exception information can be accessed through one of two navigation
paths:
Accounts Payable>Vouchers>Add/Update>Regular — Find Existing Value tab
or
Accounts Payable>Review Accounts Payable Information>Vouchers>Match
Workbench
2 The Match Workbench allows a user to view a list of vouchers and match
information, according to specified search criteria. This page and the pages
accessible from it enable you to override exceptions, correct errors, put vouchers
on a match hold, initiate the Matching process and undo matched vouchers.
To locate all of your agencies vouchers with match exceptions, navigate to
Accounts Payable>Review Accounts Payable Information>Vouchers>Match
Workbench
Enter your Business Unit number and select a Match Status and click Search
Match Workbench
Use Saved Search: | v| Process Monitor
Business Unit equal to i [17300] &
Match Status | equal to vl | IMatch Exceptions Exist v|
Voucher ID
Vendor SetiD equal to v |soKID Q
Vendor
Max Rows to Retrieve: 300
Search | Clear | pdvanced Search EJSave Search Criteria 1 Delete Saved Search  Personalize Search
3 The system will return a list of all vouchers that meet the selected criteria.
1. To view the listed Match Exceptions, click on the Match Exceptions Exist
hyperlink.
2. To view the voucher, click on the voucher id hyperlink.
| searcn Resutts for atch inquiry Type: Match Exceptions Exist |
Select to perform an Action on a row. [WiSelect All [ Clear Al
Customize | Find | View All] 88 First [ 110 of 27 I Last
[ E‘;g‘ﬁm 17300 pooooo17/ 0ooooooo1s & Valid ccott 32.00 usD
[ w&m 17300 00000021  |0000000036 2 Valid MS00_15 1011500 |USD
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5 When you click on the Match Exceptions Exist hyperlink, a new window will open
up and the Match Exceptions Workbench Details page will be displayed.

Match Exception Workbench Details

Business Unit: 17300 DofA Voucher: 00000017 Invoice: CCo11
Vendor: 0000000015 Vendor SetiD: SOKID Vendor Location:  MalIN
Vendor Hame ~ COCA-COLAENTERFRISES Match Due Date: 01/08/2010 Invoice Date: 01/08/2010
IMC
Updated By: Due Date: 020712010 Matched Date: 030442010
Terms: MET30 Origin: OML Match Status: Match Exceptions Exist
Gross Amt: 32.90 JsD Control Group: Match Type:

Match Exception Summary Voucher Match Action: w Apply |

Voucher Line Number: 2 Voucher Line Match Action: v] ooy |

PO Business Unit: 17300 PO Number: 0000000032
Line Number: 1 Schedule Number: 1
View Document: Furchase Order  |%
Line Document Details Document Id: 17300 0000000032 ~| Go

Match Rules

Rules
‘oucher Purchase Order
@ =) Mo receipts found 0000000032 0000000032
2 = kf:;sn?ite Voucher Amount = PO Schedule 32 90 32 90
% kf:;sn?ite Voucher Amount = PO Schedule 32,90 32 90
Q@ = ‘I;jf:tto Date Vchr Amt = LTD Receipt Schedule 129 0
“ i ¥0ucher Line Price == PO Price with PO Amount 329000 359000
= oucherLine Price <= rice wi ercent 3. :
= Youcher Line P PO P th PO P t 3.29000 3.29000
Save
[=] Netify |

A user can view various pages from this screen.
1. This Icon indicates that this Match Rule has an exception.
2. Provides detailed Match Rule information.

Match Rule Details

No receipts found

Match Control: STANDARD Match Rule Type: DATAENTRY
Match Rule: 100 Description: Mo receipts found

Mo available receipts (not matched, not on hold, and not canceled) were found for the purchase order specified on
the voucher line

Return
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6 3. Provides summary information about the match exception.
Match Exception Workbench Summary

Business Unit: 17300 DofA Voucher: 00000017 Invoice: CCcon
Vendor: 0000000015 Vendor SetlD: SOKID Vendor Location:  MAIN
Vendor Name ~ COCA-COLAENTERPRISES Match Due Date:  01/08/2010 Invoice Date: 01/08/2010
INC
Updated By: KAP_SUPERUSER Due Date: 02/07/2010 Matched Date: 03/04/2010
Terms: MET30 Origin: OML Match Status: Match Exceptions Exist
Gross Amt: 3290 UsD  Control Group: Match Type:
Invoice Line Errors customize | Find | View Al B First ] 12012 [P Last
Voucher Line | Match Rule ID Description
2 100 Mo receipts found
2 451 Life to Date Vehr Amt = LTD Receipt Schedule Amt

Return |

4. View voucher, purchase order, and receiver attributes for all lines.

Associated Document Information

Match Object Details Find | View Al First [ 4 of 4 L*] L ast
Attribute Voucher Purchase Order Receiver
Business Unit: 17300 17300
Document 1D: 00000017 0000000032
Line Number: 2 1 0
Schedule Number: 1 0
Vendor Setid: SOKID SOKID
Vendor ID: 0000000015 Q000000015
Vendor Location: TAIN WAIN
ltem Setid: SOKID SOKID
Item Id:

Quantity: 10.0000 10.0000 0.0000
Unit Price: 3.29000 3.29000 0.00000
Unit Of Measure: EA EA

Merchandise Amount: 32.90 3290 0.00
Inspection Required:

Buyer Id: KPO_KS_SUPER_BUYER

Receiving Required: A

Return |

5. View voucher, purchase order, and receiver attributes for a specific line.

Associated Document Information

Match Object Details ind | Firzt %) 4 of 4 L7 Last
Attribute Voucher Purchase Order Receiver
Business Unit: 17300 17300
Document 1D: 00000017 0000000032
Line Number: 2 1 0
Schedule Number: 1 0
Vendor Setid: SOKID SOKID
Vendor ID: 0000000015 0000000015
Vendor Location: TAIN TAIN
Item Setid: SOKID SOKID
Item Id:

Quantity: 10.0000 10.0000 0.0000
Unit Price: 3.29000 3.29000 0.00000
Unit Of Measure: EA EA

Merchandise Amount: 3290 3290 0.00
Inspection Required:

Buyer Id: KPO_KS_SUPER_BUYER

Receiving Required: A

Return |
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6. Opens up the associated Purchase Order.

GMART

(=13

Add to Favorites

New Window | Help | Customize Page | B

Purchase Order Inquiry
Purchase Order

Unit: 17300 PO Status: Dispatched
POID: 00000000322 Budget Status: Valid
PO Date: 01/08/2010
Vendor: COCA-COLAT-001 Backorder Status: MNone
Vendori: 0000000015 Vendar Details Receipt: NotRecvd
Hold From Further Processing
Buwer  POKS SuperBuyer amount Summary = === ]
PO Reference: Merchandise: 3290
Header Details AlRTY Matching Freight/TaxiMisc.: 0.00
Header Comments  Document Status Total: 32.90 UsD
Change Order Select Lines To Display

Lines Customize | Find | Vi B rist [ 0r1 [ Last

1 B 02.AP.03 01 -PO#4 10101600 10.0000 EA 3290 USD Active [SN

£\ Return to Search | [=] Notify 55 Related Links

8 Match Exceptions should be corrected by updating the Purchase Order, adding a
receipt, performing an inspection or updating the voucher. Please refer to the
Match Rules job aid for more detailed information about specific match exceptions
and solutions.
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